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ATOMS 2000, version 3.0

EFFECTIVITY: Web ATOMS, version 3.0 replaces all earlier versions of the ATOMS 2000 ATFUG.
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Key for arrows:

Solid line denotes a task that will be completed =——————

Dotted line denotes an informational Note =s=sssssssssas >

Steps with only one action will not be numbered, but will contain an arrow pointing to the
location of the step

Steps with more than one action will be numbered and the numbered step will match the
numbered arrow pointing to the location of the step

Notes will be italic and underlined and maybe be combined in the same box as action steps

Note: Please remember that all screen captures were done at the administrative level and

there will be menu features available in this quide that are not available at the TODO level.
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Web ATOMS TODO FUNCTIONAL USERS
GUIDE (USAF)

1. Requesting Account

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.



mailto:aac.wmbc.jcalsadmin@eglin.af.mil

Requesting Account

The following Training Aid was developed to provide visual instructions for
requesting an account for Web ATOMS. This material is intended to provide
users with the minimal requirements necessary to request an account to access
Web ATOMS. When the user becomes familiar with these screens the more
advanced functions of this program can be utilized.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC
TODO Training course, an IDE ATOMS Training Workshop, ATOMS
Web Based Tutorial http:/iww.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm,
or a locally devised TODO training program.

2. The user is familiar with current USAF TO System policy and
practices governing the management of a TO account IAW TO 00-5-
series TOs and 21-3xx publications.
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-3 Request Account - ATOMS - Microsoft Internet Explorer provided by USAF
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Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Web ATOMS TODO FUNCTIONAL USERS
GUIDE (USAF)

2. SUB-ACCOUNTS, SETTING UP AND
MAINTAINING

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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SUB-ACCOUNTS, SETTING UP AND MAINTAINING

The following Training Aid was developed to provide visual instructions for setting up your sub
accounts for Web ATOMS. This material is intended to provide users with the minimal
requirements necessary to set up their sub accounts. When the user becomes familiar with these
screens the more advanced functions of this program can be utilized.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OI @ Iocally devised TODO training
program.

2. The user is familiar with current USAF TO System policy and practices governing the
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications.
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Authorize Access for Subaccounts

Note: This is how your subaccount window will look if you Authorize Access to your
subaccounts. At this point you will be able to view the subaccount information, but you
will not be able to make changes to the subaccounts information. The only exception to
this is when a subaccount forwards an order; you will either approve it, adjust it, or

disapprove it.

2} Subscribe/Onhand - ATOMS - Microsoft Internet Explorer provided by USAF
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Figure 8

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Web ATOMS TODO FUNCTIONAL USERS
GUIDE (USAF)

3. EDIT TOs, MANAGING TOs IN YOUR
Web ATOMS

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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EDIT TOs: MANAGING TOs IN YOUR DATABASE

The following Training Aid was developed to provide visual instructions for managing TOs in
your Web ATOMS program. This will include going on subscription for TOs as well as
requisitioning TOs. This material is intended to provide users with the minimal requirements
necessary to add basic TOs, as well as changes, supplements, revisions, and TCTOs to your
database. When the user becomes familiar with these screens the more advanced functions of
this program can be utilized.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OF @ Iocally devised TODO training
program.

2. The user is familiar with current USAF TO System policy and practices governing the
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications.
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2} Subscribe/Onhand - ATOMS - Microsoft Internet Explorer, provided by USAF
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Making Changes to ID Quantities
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Subaccounts Authorized Access

SIS EEEEE NN EEEEEEEEEEEEEEEE NN E NS S SN EEEEEEEEEEEEEEEEEEEEEEEEEEE

Note: The following information include the steps required for a
subaccount to create a subscription and requisition if you have
authorized access to a subaccount
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Orders Received From a Subaccount

Note: The following steps are for a TODO that receives an order from one of its

assigned subaccounts
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Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Web ATOMS TODO FUNCTIONAL USERS GUIDE
(USAF)

4. SENDING ORDERS

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.



mailto:aac.wmbc.jcalsadmin@eglin.af.mil

SENDING ORDERS

The following Training Aid was developed to provide visual instructions for sending orders for
Web ATOMS. This material is intended to provide users with the minimal requirements
necessary to build, view, edit, and send orders. When the user becomes familiar with these
screens the more advanced functions of this program can be utilized.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OI @ Iocally devised TODO training
program.

2. The user is familiar with current USAF TO System policy and practices governing the
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications.

4-20f10
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Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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5. RECEIPT OF TOs

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.



mailto:aac.wmbc.jcalsadmin@eglin.af.mil

RECEIPT OF TOs

The following Training Aid was developed to provide visual instructions for
receipt of TOs using Web ATOMS. This material is intended to provide users
with the minimal requirements necessary to receive and document receipt of
TOs. When the user becomes familiar with these screens the more advanced
functions of this program can be utilized.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC
TODO Training course, an IDE ATOMS Training Workshop, ATOMS
Web Based Tutorial http:/iww.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm,
or a locally devised TODO training program.

2. The user is familiar with current USAF TO System policy and
practices governing the management of a TO account IAW TO 00-5-
series TOs and 21-3xx publications.
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Note: There are three ways to Record Receipt of a TO, we are going to
look at all three of them.

<) Main Menu - ATOMS - Microsoft Internet Explorer, provided by USAF

File Edit Yiew
OBack <

Address @j https: v Edr.qunter, af . mil {GCS5-IF31 7 atomsfindex. jsp

Favorites  Tools  Help

\ﬂ @ ;\J /._‘: Zearch ‘:ﬁ\?’ Favarites 6’21 T & ] - @t? ﬁ J‘:“

A a Go Favorites @ <

Skip navigation

A . User [iracy j simmons
\‘:’/ AT O M S Account| F*18H7

Main Menu

[Caing | Accms | Ortore | Boiow | Rogar | Adrin | DA Opiom [ i | |
T

Prev | Home | Help | Logout

BEdgcTo | Notifications = Send Order |
{There are no notifications for you at this time.)
& Edit Need | B Record Eeceipt |
M 1 faster TO Eeport | 2 Distribution Report |

Select Record Receipt

@;'] https: v tdr .gunter, af  milSC55-1F31 7 atoms forder freceive. jsp é & Trusted sites

Figure 1
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- Receipt - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit ‘Wiew Favorites Tools  Help

- . — a
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O Back ? | x <) | Search f’_\.::) Favarites 6:“

Address @j hitkps: sy bdr.gunter, af mil {GCS3-IF31 7/ atomsforderfreceive. jsp

B g

“ Note: We will start by

Skip navigation

\¢ ATOMS

[Can | Accomt | Orters | B | Rapar | A DA

W Edi TO | & Edit Need | B Send Order | B Record Receipt | 2 Disuribution Eeport | M Loste

Gyt [ |

selecting a transaction
Select By Transaction

Account | F*¥18H7

Receipt

T Prev | Home | Help | Logout

Pick & Click Methods

Type & Search Method

Ly By Transaction

By Tech Orvder Mumber, click "Fead", then scroll to the bottom of the
screern and select the Transaction

On the Transaction screen, select the Document Enter the Stock Humber here and Atoms will

/ O the Subscription/Onhand screen, enter the TO

Mumber of the Transaction to post against make its best guess at the correct Transaction

Stock Number

4

@;‘] https: fivaw . tdr . gunber, af . milf GCS5-IF317 /atoms forder it . jsprdemand="%21 &sent=":2

é @ Trusted sites

Figure 2

) Transactions - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit Yiew Favorites Tools Help

- f - i
. \ ] e _ =\
O Back P | \ﬂ \ELI | Search 3§ Favorites €f

Address @j htkps: ffwaen bdr.gunter. af mil {GCS3-IF31 7/ atomsforder . jsprdemand="2 1 &

Select the Doc Num for the TO that
you are receiving

Note: If you have open requisitions,
these will show until they are filled,
then subscriptions will be displayed

or TO
MNumber
Order
Mumber
Sort b ®Doc OICALE Dec OTO O Status
7 Mum Mum Mumber Date

Click on Do Num to record receipt. Click on TO Mum to review Subscriptions.

Qty Status e (
Doc Numn TO Nun |Increment|Qty . |Demand|Sent|Status Doc |Cancelled
Received Date
Nun

F*18H770455002 1-1-3000-1 4 o w v s

s
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*
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@;‘] https: vy, bdr . gunter, af. milfC55-IF31 7/ atoms forder freceipt., jsp?docnum=F* 18H7 704

é @ Trusted sites

Figure 3
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<N Receipt - ATOMS - Microsoft Internet Explorer providad by USAF

File Edit ‘Wiew Favorites Tools  Help

eBack < J \ﬂ @ h /:\J Search ‘?':'\'E’ Favorites 6‘3 [j’:v

EEX

[

e m-[JBE B

Address @ https: . bdr . gunter. af, mil {GCS3-IF31 7] atoms forderfreceipt, jsprdocr
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FHIZHTI0455002 11 4 0 received the number on ID)
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CQuantity RM&H_I Best Guess sub-accounts )
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Packing sip oty [1__| 4. Select update
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1-1-XXX-1
01 QA |02 Engine Shop|03 Paint Shop
Subscription (I0Y) \.h | |1 | |2 |
Receivetl| Increment | Pub Date |Im: Status| Onhand
Chg 1 (paper) 01Feb 2003 A 0 0 0
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|
v
< | 3
I@ é @ Trusted sites
Figure 4
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<2 Receipt Post - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit ‘Wiew Favorites Tools  Help lﬂ'
; . — i

- \, | - . 3 o [ 24
Qs © X B G Psown Syrome @ 3- 2 e
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2

Lip nawgation

A 2 User tricy. i simmons
\.;./ ATOMS e

Receipt Post

[ Caie | Accms | Ortre | B | Regar | Adrin | DA Ot [ i | |

W Edit TO | & Edit Need | T Send Order | (3 Record Receipt | 2P Distribution Report | M1 daste

T Prev|Home | Help | Logout

/'Remprpusml Ensure Receipt is posted

T L e e ] Note: You canruna

)

Master TO Report to also
verify the on-hand

gquantity

é @ Trusted sites

Figure 5
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Next we will use a Stock Number to post receipt of a TO

<2 Main Menu - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit ‘Wiew Favorites Tools  Help

Ir
L]
0 Back ~ \ﬂ \ELI .;‘J /._ ) Search :“\?’ Favorites 6:4: =" ] - @Z ﬁ “::‘i
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Skip navigation
\ ) User |tracy.j.simmons
Ne l OMS —
4% .
- Main Menu
T e e e e e e e
T Prev|Home | Help | Logout
BEatTo | Notifications = Send Order |
(There are no notifications for yvou at this time.)
% Edit Need | 3 Record Receipt |
M 1faster TO Eeport | ort |
Select Record Receipt
@;‘] https: vy, bdr . gunter, af . milfGCS5-IF317 atoms forderfreceive. jsp é @ Trusted sites

Figure 6
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<2 Receipt - ATOMS - Microsoft Internet Explorer, provided by USAE
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Skip nawigation

\ 2
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Receipt

[ oo | At | Ot R Rors | i [ D5 | o [ ]

W Edit TO | & Edit Need | ™ Zend Order | B Record Receipt | 2B Distribution Eeport | M faster TO Eeport |

T Prev | Home | Help | Logeut

Pick & Click Methods Type & Search Method
. O the Transaction screen, select the Document Number of the Enter the Stock Mumber here and Atoms will make §
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Transaction to post against hest guess at the correct Transaction
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By Tech Order 'Fead’, then scrollta the hottom of the screen and select the -
Tranzaction Subrmit
\ 2
£ >
@;‘] é &) Trusted sites
Figure 7

<A Recaipt - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit ‘Yew Favorites Tools Help ;'f
- A ) Puis i 3 - & ﬁ 2
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1. Ensure gty received is correct,
(Web ATOMS assumes you
received the number on ID)

oo [ Acct | ot R Rrts | i [ 20
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770455004 2-2-300C-2 z 0 ¥ | 3. Ensure checkmark in each
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[/

ching slip does not match package contents
Packy S
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2-2-XXX-2
01 QA |ﬂl Engine Shop(03 Paint Shop
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Receive:l| Increment | Pub Date |Iuc Status| Onhand
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Rev 2 (paper) 01 Jun 2004 A 0 0 0
Eecerved 1 3 4
Update
b d
£ >
@;‘] é &) Trusted sites
Figure 8
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Receipt Post - ATOMS - Microsoft Internet Explorer, provided by USAF

File Edit ‘“ew Favorites Tools Help o
= N — a
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Skip navigation

User | tracy. ). simmons
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Figure 9
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Now we will Record Receipt using a TO number

Main Menu - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit ‘“ew Favorites Tools  Help "
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Figure 10
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<2 Receipt - ATOMS - Microsoft Internet Explorer, provided by USAE
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Pick & Click Methods Type & Search Method
. On the Transaction screen, select the Document Number of the Enter the Stock Number here and Atoms will make its
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< b
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Figure 11
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23 Subscribe/Onhand - ATOMS - Microsoft Internet Explorer provided by USAF

File  Edit ‘“iew
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Figure 12
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2 Subscribe/Onhand - ATOMS - Microsoft Internet Explorer provided by USAF
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Figure 13
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A Receipt - ATOMS - Microsoft Internet Explorer provided by USAF EHE|[E|
File Edit ‘“ew Favorites Tools  Help f'

eBack M Iﬂ @ _;\J /..-\JSearch ‘:_f::(Favurites {‘3 <]+ .,_5 .ﬁ] v _J @Z ﬂ ﬁ
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Figure 14
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/ Receipt posted
See new TO Subscribe/Cnhand

<23 Receipt Post - ATOMS - Microsoft Internet Explorer provided by USAF
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Figure 15
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Next we will have a brief explanation of the best guess button

=

In>

‘2 Receipt - ATOMS - Microsoft Internet Explorer provided by USAR |ZHE|E|
:f!

File Edit ‘“ew Favorites Tools Help
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N2 £t TO | % Edit Meed | ™ Send Order | 6 Record Ressipt | order they requisitioned TOs,
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Doc Num mhcrememlw Ordered|Qty Received| split the order between the two

F*18H770455006 3-3- 14 0 accounts

2. Note: Date will allow you to
receipt shortages by splitting it
based on the date the each
transaction was created

suv-a] Note: This will only be used if you

T Home | Help | Logout

Quantity Recetved Best&

package contents

3-3-XXX-3 =
0104 [02 Engie| have created several orders for a
S“bs°“p“°|“ @) | ||‘—| 5| | book and they came in different
Received| Increment Pub Date |Inc Status Onl .
Bagic (CD-ROM) 03 Jan 2003 A i] i] Shl ments
Recewed 1 [
J
£ | B )
@“I Done é & Trusted sites

Figure 16

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.

5-160f 16


mailto:aac.wmbc.jcalsadmin@eglin.af.mil

Web ATOMS TODO FUNCTIONAL USERS
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6. MASTER TO REPORT

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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MASTER TO REPORT

The following Training Aid was developed to provide visual instructions for the master TO
report functions for Web ATOMS. This material is intended to provide users with the minimal
requirements necessary to run the master TO report functions. When the user becomes familiar
with these screens the more advanced functions of this program can be utilized.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OI @ Iocally devised TODO training
program.

The user is familiar with current USAF TO System policy and practices governing the management of a TO
account AW TO 00-5-series TOs and 21-3xx publications.
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2 Master, TO - ATOMS - Microsoft Internet Explorer provided by LUSAF
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Figure 2
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2 Master, TO - ATOMS - Microsoft Internet Explorer provided by LUSAF

File Edit ‘Yiew Favorites Tools Help
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Figure 3
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We will now look at one of the most common MTORS; we will run an
MTOR for discrepancies only

-2 Main Menu - ATOMS - Microsoft Internet Explorer provided by USAF
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oo | Accoms | Ortors | i | Ropar [ i | 558 O [ ] |

4 Prev| Home | Help | Logout
BEaTo | Notifications = Send Order |
(There are ne notifications for you at this time )
& Edit Need | ® Record Eeceipt |
oy M) faster TO Eeport | P Distribution Eeport |

Select Master TO Report

S @ Trusted sites

@;‘] hittps: ffw, bdr . qunter . aF milf GCSS-IF31 7iakams/reportimtar. jsp

Figure 4
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2 Master, TO - ATOMS - Microsoft Internet Explorer provided by LUSAF g@@
Iy
L

File Edit ‘Yiew Favorites Tools Help
' - YN < Eavori . o B i 3
O Back. 7 ﬂ ﬂ |/ Search 1. Favorites 6-‘ (o= | B,? ';,)I

Address @ hktpss s, bdr  gunker , af, mil {5C55-IF31 7/ akoms/report/mtor  jsp b a Go Favorites @ -

User |tracy. | sunmons

\ 2
\“:’/ AT O M S Account | F*18H?

Master TO

oo [ Accomt | Ordors | o | Ropar [ drin | 55 O [ ] ]

| g4t TO ‘ %5 Bdit Meed | = Send Order | 3 Record Eeceipt | B Distribution Eeportt | M1 Laster TO Eeport |

¥ Prev|Home | Help | Logout 1. Uncheck the Summarize all
accounts box
m}hmber 2. Check the Discrepancies only
box

Summarize all accoun

3. Select OK

I Supmmarize is chosen, then yaou
cannot select Sub-Accounts.

Mralable for You will probably need fo print
Distribution O Landscape for all the calumns to
Shew TO Notes [] fit on the page. ?ﬁis S}?oufd be an
opiion on your print dialog bax.
sott ©TO Number O Account Details depend on your printar.

Brealt on sort [
®HTML (Web) O CEV (Spreadsheet) ORTF

W

Format

(Document) O Bare HTML
oK
— q
W
< >
@;‘] Done S @ Trusted sites

Figure 5
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2 Master, TO - ATOMS - Microsoft Internet Explorer provided by LUSAF
Edit

File View  Favorites

Tools  Help

eBack A _) \ﬂ \g _h /.._\J Search ‘:':1:( Favarites 63

- % @B K8

Address |f§] hktpss s, bdr  gunker , af, mil {5C55-IF31 7/ akoms/report/mtor  jsp V| Go Favorites '@ -
Y
1
TO Nun | Increment Stock Num Pub Date ‘I“C ek LT Subscribe |Onhand e
Status | Account Date Order
3-3.300¢ 2P 903C  021000654C00006 20 Tan 2003 A 01 QA 1
{paper)
323000 2PP 3030 21000654000006 20 Tan 2003 A O° Pogine 1
(paper) “hop
: >
333000 2PP 3030 021000654000006 29 Jan 2003 A OO Pant 1
(paper) “hop
33300 TCT0 303 31000654000006 20 Tan 2003 A 01 QA 1
(paper)
333000 TOTO 503 421000654000006 20 Tan 2003 & 2 Engine 1
{paper) =hopr
333000 EpiTS)SOB 03I000654000006 28 Jan 2003 A gif‘m :
Tcio o P Note: This report will add
33300 P 03I000655000006 28 Feb 2003 A 01 QA your On-hand to your On
TCTO 507 02 Engine Order t_o equal your
33300 P 03I000655000006 28 Feb 2003 A4 Shop Subscribed. If they do not
33300 TOTO 307 421000655000006 28 Feb 2003 4 00 baint match you will need to
(paper) Shop determine why and
3-3300K fp“fpegom 031000654D00006 02 Movw 2006 A 01 QA correct the discrepancy.
5 P o 05 Enm Once it is corrected it will
= upp ngine
3-3-300( (paper) 03I000654D00006 02 Now 2006 A Shop no longer appear on the
< report.
@Dnne
Figure 6
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We will now look at the report in .csv format (Excel spread sheet)

‘2 Master TO - ATOMS - Microsoft Internet Explorer provided by USAF

Eile Favorites  Tools  Help

QBack > | ﬂ \ELI .'\J p, ! Search ‘;\'( Favorites {Ej‘% L

Address ﬂj hktps: e bdr gunker , af, mil i CSS-IF31 7/ akoms/report/mtar  jsp

Edit  Wiew

BEE
E 3
= =

User
Account

Fawvarites ‘@ <

tracy | sitrmens
F*18H?

Select as much or as little data
as you require

W gt TO | & BditNeed | ™ Send Order | B Record Receid 2. Select CSV
1 Prev|Home | Help | Logout 3. Select OK
series® or TO MNumber
Summarize all accounts
L I Supmmmarize is chosen, then you
Discrepancies only [] cannai selaci Sub-Accaunts.
Oirit Tnavailable fior Tou will probably need io print
Distribution Landscape far all the columns to
Shew TO Notes [ fit an the page. This should be an
2. opiian on yaur print dialog bax.
sort &TO Number O Account Datails depend on your printar.
EBreal on sort [
Format OHTML Web) & CEV (Spreadsheet) O RTE
(Drocument) O Bare HTIL
// |
>
@ é &) Trusted sites

Figure 7
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File Download B9

Do you want to open or save this file?

3]. j Mame: Master TO.csv
rd

Type: Microsoft Office Excel Comma Separated Yalues File

\ From:  wiww,tdr.gunter, aF, mil

Open ][ Save ]| Cancel |

Select Open

YWhile files fram the [ntermet can be uzeful, zome files can patentially
harm your computer. If you do nat trust the zource, do nat open or
zave this file. What's the nsk?

Figure 8

B3 Microsoft Excel - Master TO[1].csv

i Ele Edt Wiew Inset Format Tools Data  Window Help  Adobe PDF Type aguestion forhelp  » = & X

N EH R OGERTE % BB F 0@ a2 g @

R et st I W B | < | [ =y (§ | ¥ Reply with Changes... End Review... !
=5

i arial -0 - B LU EE
mEEy
Al - A TO Num

A [ 8 [ ¢ [ 0o [ E [ F [ & [ H [ 1+ [0 T [ ¢t [ ™M [ N [ a [ p [ a[ZF
TO Num_lincrement |Stock NurPub Date Inc Status Distributior Subscribe | On Hand | On Order T

G S= = e W Delete Sheet |

1-1-¥:¢-1 | Basic (pap0110491980 1-Jan-03 A 15-Feh-07 4
1-1-24¢1 Chy 1 (pap0110421960 1-Feb-03 A 15-Feb-07
2295042 Rev 2 (pap 0210055200 1-Jun-04 A 15-Feb-07
2-2-5042 Rev 2 Chg 0210055200 20-Oct-05 A 15-Feb-07
332500 TCTO 603 0310006540 29-Jan-03 A
332530 Supp A03C03I0006541 29-Jan-03 A
3-32500  TCTO 507 0310008550 28-Feb-03 A
3-3-%500 Supp S03C03I000654]1  2-Mov-08 A
332560 TCTO 508 0310008880 8-Mov-05 A
3325600 TCTO 509 0310006900 12-Jan-07 A
33253 TCTO 510 0310008920 1-Feb-07 A
3-3-50¢3 Basic (CD-03I0008610 3-Jan-03 A 15-Feb-07

Note: The report is now
an Excel spreadsheet; see
Appendix B for further
instructions for its use

oo e

4-4-5304 Rev 3 (pap 0410028630 2-Mov-06 3
4-4-¥504-4 Rev 4 (pap 041002858( 12-Jan-07 A
4-4-55304 Rev 5 (pap 0410028640 1-Feb-07 A
9-95009 Basic (pap0910072460  4-Jul-08 A 15-Feb-07
9-95048 Chy 1 (pap 0910072460 8-Mov-05 A 15-Fehb-07

P 0000 00 L0 L0 L0 L L) L) 00O

[
[
[
[
[
[
(
[

] T Y T P Y Y P N P P _

(SIS
& |h

[
tig)

E
El
El
El
E
EH
El 4
35 |
i w
14« v w\.csv]Master TO(L) / |< I 3]
Read! UM

Figure 9
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We will now look the report in .rtf format (Word Doc)

2 Main Menu - ATOMS - Microsoft Internet Explorer, provided by USAF

Eile Edit Yiew Favorites Tools  Help

z . — a
- j :“l \ ) e Eavori ) . - 2 3
Q Back. ] x| = (o p, Search 7. Favorites 6’-‘1 =T Bﬁé .A‘i

Address ﬂj hktps: e bdr gunker , af mil i C5S-IF31 7/ atoms/findes. jsp

EE&

b a G Fawvarites ‘@ =

Skip nawgation

\¢ ATOMS

Cang | Aecos [ Oies | R | Reprs | At | DA | g gt

User | tracy. i sitmons

Account | F*15H7

Main Menu

q Select Master TO Report
1

T Prev|Home |Help | Logout

B Edit TO | Notifications
(There are no notifications for you at this time )

% Edit Need |

oy 1 aster TO Report |

@ hittps: v, bdr . gunter . af milf GCSS-IF31 7 akoms/report/mtor . jsp

B Send Order |

B Record Eecept |

B Distribution Eeport |

é &) Trusted sites

Figure 10
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2 Master, TO - ATOMS - Microsoft Internet Explorer provided by LUSAF g@@
Iy
L

File Edit ‘Yiew Favorites Tools Help
O Back ~ () ﬂ ﬂ .;\J /.- ) Search ‘u\\.» Favarites 6-‘0 - [w] - E/? ﬁ j‘?.
Address @ hktpss s, bdr  gunker , af, mil {5C55-IF31 7/ akoms/report/mtor  jsp b a Go Favorites @ -
.Y
\ ) User |tracy. | sunmons
Y Al OMS —
2
M Master TO
oo [ Ao | vt | i | B e [ D [ e [ e ] ]
B B4it TO ‘ % Edit Meed | B Send Order | B Record Eeceipt | P Distribution Eeport ‘ My faster TO Eeport ‘
T Prev|Home |Help | Logout i
1. Select as much or as little data
P as you require
et T Tl 2. Select RTF
Summarize all accounts 3. Select OK
I Supmmarize is chosen, then yaou
Discrepancies only [] cannol selact Sub-Accounts
Ot TTnavailable for Tow will prabably need to print
Distribution 0 Landscape for all the calumns to
Show TO Notes [] n the page. This should be an
2. Nion on your print dialog box.
ot OTO Number O Account ails depend an your printer.
Brealt on sort [
Format OHTML (Web) O CEV (Spreadsheet) TF
= (Document) O Bare HTML
0K
|
£ >
@;‘] Done S @ Trusted sites

Figure 11

File Download X

Do you want to open or save this file?

@ Mame: Masker TO,rtf
Tupe: Rich Texk Format Select Open

From:  wnene, bdr, gunker, af . mil

/ Open I[ Cave ]| Cancel |

@ YWhile files from the [ntermet can be uzeful, zome files can potentially

harm your computer. If you do not trugt the source, do not open or
gave thiz file, What's the risk?

Figure 12
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D4 Master TO[1]. rif - Microsoft Word

i File

S(=1[ES

Edit “iew Insert Format  Tools  Table Window Help  Adobe PDF Acrobat Comments Twpe a question for help = X
NSRS TR RS 8 4O FEBF g 0% - @ dkead i
E'@@ﬁ!iﬁNormal+Bold » Times Mew Roman = 12 v|_{ u |§§§:§.|§E = §;§-§:§|.El’?-é-!

—
El--l------:-Q-l------2---I---3---I--4---I B - 1 B (IR | ~

Note: The report is now a
Magster TO Word Doc; see Appendix
For Official Uze Only i 1
TO Num Incremen Stock Pub Date Inc Distributi Subscribe On H B for further Instructions
t Code Num Status on Date for its use
1-1-3030- |Basic 01104219 |01 Jan A 15 Feb 4 4
1 {paper) 2000006 | 2003 2007
1-1-3300 | Chg 1 01I0491% |01 Feb A 15 Feb 4 4
1 (paper) 2000106 |2003 2007
2-2-3000- |Rev 2 02100552 |01 Jun A 15 Feb 8 8
2 (papet) 0000006 | 2004 2007
2-2-3000 |Rev 2 02I00552 |20 Oct A 15 Feb 8 8
2 Chg 2 0000206 2006 2007
{paper)
3-3-3000 |'TCTO 03100065 |29 Jan A 3
503 4000006 2003
{paper)
3-3-300G0 | Supp 03100065 |28 Jan A 3 =
503 4200006 2003 .
{(paper) -
3-33000 |TCTO 03100065 |28 Feb A 3 S
HEIEECES e — o | =
foraws s Jagoshepes N N DO Ao @@ > Z-A-===aaf
Page 1 Sec 1 1/2 Ak 13" Ln 1 Col 1

Figure 13
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/ oy # 1 faster TO Report | ||

Printing from the Program

2 Main Menu - ATOMS - Microsoft Internet Explorer, provided by USAF g@@
g
]

Eile Edit Yiew Favorites Tools  Help

: " —~ n
- : \ ) = i ;) o - & ﬁ 2
Q Back. ? ) x = | S Search y {4 Favorites {Ej‘% [o= W B,@ '4‘5

Address ﬂj hktps: e bdr gunker , af mil i C5S-IF31 7/ atoms/findes. jsp hd a Go Favirites ‘@ =

Skip nawgation

User | tracy. i sitmons

\ 2
\':'/ AT O M S Account | F*18H?

Main Menu

[ Caog | Aecos | Oies | R | Reprs | At | A | g [ g |

T Prev|Home |Help | Logout

BEarTo | Notifications = Send Order |
(There are no notifications for you at this time )

% Edit Meed | & Record Eeceipt |

Select Master TO Report

@ hittps: v, bdr . gunter . af milf GCSS-IF31 7 akoms/report/mtor . jsp é &) Trusted sites

Figure 14
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2 Master, TO - ATOMS - Microsoft Internet Explorer provided by LUSAF

File  Edit Tools  Help

O Back -

View  Faworites

ﬂ ﬂ o 7 !Search ¢ Favorites Q-‘e =

Address EI hktpss s, bdr  gunker , af, mil {5C55-IF31 7/ akoms/report/mtor  jsp

W -

EEK

e 3

b a Go Favorites @ B

\? ATOMS

oo [ Accomt | Ordors | o | Ropar [ drin | 55 O [ ] ]

B B4it TO ‘ % Edit Meed | B Send Order | B Record Eeceipt | P Distribution Eeport ‘ My faster TO Eeport ‘

User

Account

tracy. | stnmons

F*18H?

Master TO

T Prev | Home | Help | Logout

Zegls™ or TO Number

1. Select as much or as little data
as you require

Note: For this example we are

going to uncheck Summarize all

accounts, Sort by Account, and

Break on sort

Discrepancies only [ AN 2. Select HTML
©Omit Unavailable for 3. Select OK
Dhstribution R
Show TO Notes [] R T Co L7E DACE. LT SO O
o* 2 option on your print diclog box.
St T‘C‘)anber © Account ' Details depend on your printar.
Break on sort
Fornat ® {Weby O CEV (Spreadsheety O RTF
(Document) O Bare HTML
=
|
£ >
@;‘] Done S @ Trusted sites
Figure 15
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File  Edit

Favaorites  Tools  Help

eBack A _) \ﬂ \g _h /.._\J Search ‘:':1:( Favarites 63

Address |f§] hktpss s, bdr  gunker , af, mil {5C55-IF31 7/ akoms/report/mtor  jsp

2 Master, TO - ATOMS - Microsoft Internet Explorer provided by LUSAF
View

b=

Format

@ - B B

(Document) O Bare HTML

®HTML (#eb) O CEV (Spreadsheet) ORTF

__—rlEm

L

Favorites '@ B

Sub
4 Account

L4

TO Num

.Y

Increment

Stock Num
0104

1-1.300¢ 1 Daste

(paper]

Pub Date e

Status

01 QA

Distribution

1-1-338{-1 Chg 1

01I049198000006 01 Jan 2003
(paper)

A

Date

15Feb 2

Subscribe

Onhand o

Order

07

Sub

Account

01I0492198000106 01 Feb 2003 &

TO Num

15Feb 2

] ]

Increment
02 Engine

Shop

Stock Num

1-1-30¢x-1 Baste

Pub Date
(paper)

Inc
Status

02 Engine

Distrin
Dat

Select Print

Note: This will send the report

01I049195000006 01 Jan 2003
Shop

1-1-200-1 Chg 1

directly to your default printer and

A 15Feb 2
01I049192000106 01 Feb 2003
{paper)

Sub

L
L]
~

L]
L]
L]
L]
L]
L
L]
L]
L]
o
]

L]
L 4
-
-
-
-
-

-

-

-

-

-

-
-
-
-
-
L
-

. Account
L]
-

A
TO Num

15Feb 2

Increment

when it prints, it will place each
different break on a separate sheet
of paper, i.e. each subaccount will

03 Paint
L Shop

\d
-

Stock Num
Basic

Pub Date L
1-1-33050-1

have its own sheet of paper

Status
{paper)
< 03 Paint

Distribution

Shop

Date
01I049198000006 01 Jan 2003

1-1-330{-1 Chg 1

{paper)
<

A

Subscribe

Onhand L

Order

15 Feb 2007

01I043155000106 01 Feb 2003
@Dnne

A 15 Feb 2007

Figure 16

2

2

S @ Trusted sites

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Web ATOMS TODO FUNCTIONAL USERS GUIDE
(USAF)

7. DISTRIBUTION REPORT

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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DISTRIBUTION REPORT

The following Training Aid was developed to provide visual instructions for running distribution
reports for Web ATOMS. This material is intended to provide users with the minimal
requirements necessary to run distribution reports. When the user becomes familiar with these
screens the more advanced functions of this program can be utilized.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OI @ Iocally devised TODO training
program.

2. The user is familiar with current USAF TO System policy and practices governing the
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications.
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-2 Main Menu - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit ‘Yiew Favorites Tools Help

.- A —, i
= h ) s i $) - = B i,
0 Back 7 x ,;,: |/ Search 1. Favorites é:-ﬂ = B,? iﬂ .;‘).

Address @] https: s, bdr  gunker , af  mil {5 C55-IF31 7/ atoms/findes. jsp b a Go Favorites @ -

Skip nawvigation

User | tracy.j. strtnons

A
\‘ ATOMS Account | F*18H7

Main Menu

Select Ditribution Report
1 Prev|Home | Help | Logout 1
BEaTo | Notifications = Send Order |
(There are ne notifications for you at this time )
& Edit Need | ® Record Eeceipt |
M) faster TO Eeport | sl P Distribution Eeport |
@;‘] hittps: ffwe, tdr . qunter . aF milf GCSS-IF31 7iakoms/reportidistrib, jsp é & Trusted sites
Figure 1
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-2l Distribution - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit ‘Yiew Favorites Tools Help

OBack > | ﬂ ﬂ .;\J /.- ) Search ‘u\\.» Favorites 6-‘0 v o ﬂ hd E/? ﬁ j‘?.

-

Address @ httpss s, bdr  gunker , af , mil {5C55-IF31 7/ atoms/report/distrib. jsp b a Go Favorites @ -

Skip nawvigation

\ User | tracy j simmons
\ I OMS —
"

Distribution

oo [ Accoms | Ordors | i | Ropar [ Adrin | 558 O [ ] |

| Edit TO ‘ & Edit Meed | B Send Order | B Record Receipt | BB Distribution Report ‘ My faster TO Report ‘

T Prev | Home | Help | Logout

1. Fill in as much or as
little data as you

Fecent &) C t rt O P tt O Bv dat .
urrent repo TIOF PERO) v date range require
Date from v thi v
2. Select OK
es* or TO Number

Summarize [ |

\ Sort (& Account O Date O TO Number
Breal on sort [

Format & HTML (Web) O CSV (Spreadsheet) ORTF (Document) O Bare HTML

/@

@;‘] S @ Trusted sites

Figure 2
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-2l Distribution - ATOMS - Microsoft Internet Explorer provided by USAF [ZI[EI[‘SEI

File Edit ‘Yiew Favorites Tools Help ,'
e Back - s \ﬂ @ _;\J /.._\J Search ‘:':1:/ Favorites @3 < - '\-\_,‘_',- ﬁ] h _.J Eﬁ? ﬁ ﬁ
Address |f§] httpss s, bdr  gunker , af , mil {5C55-IF31 7/ atoms/report/distrib. jsp V| Go Favorites @ -
Dicat UL 59t ]
Format G HTML (Web) O C5V (Spreadsheet) O RTE (Document) O Bare HTML 3
Account | TO Numn | Increment | Tx Date |Disu'ib Time|Acﬁnn|Qty

01 Q4 1-1-203(-1 Basic (paper) 14 Feb 2007 15Feb 2007 E 1

0104 1-1-2030-1 Chg 1 (paper) 14 Feb 2007 15 Febo2Q0F B ]

01 QA 2-2-J00K-2 Rev 2 (papet] 14 Feb 2007 15H This will be your distribution

01 Q4 2-2-3000-2 Rev 2 Chg 2 (paper) 14 Feb 2007 15H data

01Q4A 3-3-300(-3 Basic (CD-ROM) 14 Feb 2007 15§ Note: You can find information

02 Enmne Shop 1-1-3030(-1 Basic (paper) 14 Feb 2007 15H on each block in Section 6

02 Engine Shop 1-1-320{-1 Chg 1 (paper) 14 Feb 2007 15 Master TO Reports

02 Engine Shop 2-2-3000-2 Rev 2 (paper) 14 Feb 2007 15 K

02 Enmne Shop 2-2-300(-2 Bev 2 Chg 2 (paper) 14 Feb 2007 15Feb 2007 R 2

02 Engine Shop 3-3-3000-3 Bagsic (CD-EOMKL) 14 Feb 2007 15Feb 2007 R &

03 Paint Shop  1-1-330-1 Basic (paper) 14 Feb 2007 15Feb 2007 E 2

02 Pant Shop  1-1-3030(-1 Chg 1 (paper) 14 Feb 2007 15 Feb 2007 R 2

03 Paint Shop  2-2-300(-2 Rev 2 (paper) 14 Feb 2007 15Feb 2007 E 4

03 Paint Shop  2-2-300{-2 Rew 2 Chg 2 (paper) 14 Feb 2007 15Feb 2007 E 4

02 Pamnt Shop  3-3-300(-3 Basic (CD-EOW) 14 Feb 2007 15Feb 2007 R &

03 Paint Shop  9-9-300(-8 Baszsic (paper) 14 Feb 2007 15Feb 2007 E 4

3 Pamt Shop  9-9-3000-9 Chg 1 (paper) 14 Feb 2007 15Feb 2007 E 4
w

< ?
@ Done S @ Trusted sites

Figure 3

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Web ATOMS TODO FUNCTIONAL USERS
GUIDE (USAF)

8. TRANSFERING OR COMBINING SUB-
ACCOUNT DATA

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.



mailto:aac.wmbc.jcalsadmin@eglin.af.mil

TRANSFERING OR COMBINING SUB-ACCOUNT DATA

The following Training Aid was developed to provide visual instructions for transferring sub
account data or combining subaccount data for Web ATOMS. This material is intended to
provide users with the minimal requirements necessary to transfer sub account data. When the
user becomes familiar with these screens the more advanced functions of this program can be
utilized.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OF @ locally devised TODO training
program.

2. The user is familiar with current USAF TO System policy and practices governing the
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications.

8 -20f15


http://www.pdsm.wpafb.af.mil/toprac/Tutorial2000/tutorial2000_index.htm

Transferring Subaccounts

Note: Figures 1-5 are the procedures for transferring data from a main TODO
database. Figures 1 —5 would be performed by a TODO. Figures 6 —9 would be
performed by the gaining TODA or the gaining TODO.

2 Main Menu - ATOMS - Microsoft Internet Explorer, provided by USAF g@g|
m
]

Eile Edit Yiew Favorites Tools  Help

z . — a
- j :“l \ ) e Eavori ) . - 2 3
Q Back. ] x| = (o p, Search 7. Favorites 6’-‘1 =T Bﬁé .A‘i

Address ﬂj hktps: e bdr gunker , af mil i C5S-IF31 7/ atoms/findes. jsp hd a Go Favirites ‘@ =

Skip nawgation

User | tracy. i sitmons

Account | F*15H7

Main Menu

vt | i | Repere | A | D O [ ] ]

Sub-Accounts  Combine Sub-Accoun Transfer Sub-Account EReceive Sub-Account

Transfer TOs

1. Select Accounts

Request Account
1 2. Select Transfer Sub-Account

Prev | Home | Help | Logout

BrgTo | Notifications @ Send Order |
(There are no notifications for you at this time )
& Edit Need | B Record Eecept |
;1 faster TO Eeport | P Distribution Eeport |
@ hittps: ffwww, bdr . gunter. aF  milfGC55-1F31 7 akoms/ accountitrans_sub. jsp é &) Trusted sites

Figure 1
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3 Transfer Sub-account - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit ‘Yiew Favorites Tools Help

.- A — i
- . | o " N - . [2 &
0 Back, 7 x ,;,: |/ Search y £ Favarites 6:4 (o= W E}:ﬁ? iﬂ .;“

Address @] httpss s, bdr  gunker , af , mil f5C55-IF31 7/ atoms/account/trans_sub. jsp b a Go Favorites @ -

Skip nawvigation

User | tracy.j. strtnons

A
\‘ ATOMS Account | F*18H7

Transfer Sub-account

T Prev | Home | Help | Logol

Gatning Account F¥17F

Sub- 03 ;
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Figure 3
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2 Sub-Accounts - ATOMS - Microsoft Internet Explorer provided by USAF
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Figure 8
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2 Sub-Accounts - ATOMS - Microsoft Internet Explorer provided by USAF
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Figure 9
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Figure 10
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Figure 11
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23 Combine Sub-Accounts - ATOMS - Microsoft Intarnet Explorer, provided by USAF
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Figure 12
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2 Master, TO - ATOMS - Microsoft Internet Explorer provided by LUSAF E”E|g|

File Edit ‘Yiew Favorites Tools Help ,'
e Back - s \ﬂ \g _;\J /.._\J Search ‘:':1:( Favorites @3 < - :,5 Iﬁ] h _.J Eﬁ? ﬁ 3
Address |f§] hktpss s, bdr  gunker , af, mil {5C55-IF31 7/ akoms/report/mtor  jsp V| Go Favorites @ -
R ol of A
01 QA  3-3-300( fp”;’ppegom 03I000654D00006 02 Nov 2006 A ST TR . | .
TCTO 508 : Note: Run a MTOR and ensure
01 QA 333000 (oaper) 0ZI00068R000006 08 Mow 2006 A E that the gaining subaccount has
01Qa 3-3300( P 0ZI0006%0000006 12 Jan 2007 A E I'eC_EIVGd the books, and the
(paper) : losing subaccount has been
01QA  3-3300C Epigg)m 03I0006%2000006 01 Feb 2007 A : removed.
Basic {CD-
01 QA 3330003 ROM) D3I00066100000F. 03 Jan 2003 A 15Feb 2007 7 7
01 QA 4-4-3000-4 Rev 3 (paper) 04I1002853000006 02 Nev 2006 5
01 QA 4-4-3000-4 Revd (paper) 04I002858000006 12 Jan 2007 A
01 Q4  4-4-3500-4 Rev 5 (paper) 04I002864000006 01 Feb 2007 A 4 4
..A
Sub TO Numn | Increment Stock Numn Pub Date 11“': Distiibution Subsciibe| Onhand On
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Figure 13

Note: If you have ever assigned a subaccount a contact and authorized the subaccount
access, you will not be able to combine that subaccount, even if you go back and remove
the access.

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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9. RECONCILE TO ACCOUNT RECONCILIATION
REPORT (ARR)

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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RECONCILE ARR

The following Training Aid was developed to provide visual instructions for reconciling your
TO account Reconciliation Report (Old CSRL Report). This aid is to be used in conjunction with
the established ATOMS 2000 Users Guide published out of the offices of Wright-Patterson AFB.
This training aid is in no way intended to be a stand-alone instruction. This material is intended
to provide users with the minimal requirements necessary to reconcile Account Reconciliation
Report. When the user becomes familiar with these screens the more advanced functions of this
program can be utilized.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OF @ locally devised TODO training
program.

2. The user is familiar with current USAF TO System policy and practices governing the
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications.
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Figure 1
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1. Chose whether to Accept JCALS or Accept ATOMS

2. If for any choice you chose Accept JCALS, chose the subaccount to add the TOs
to or subtract the TOs from

Note: If you are adding TOs to your database, it will only add them to one subaccount.

If you are subtracting TOs from your database, and the subaccount you have chosen

does not have the TO as a need, it will be taken from the first subaccount that has a

need, and continue to subtract from subaccounts until the desired number has been

removed

Note: If you chose Accept ATOMS you must send an order so the changes will be made

in JCALS

_ Continue this process until you have made all of the proper selections and have

Qe - ()| reached the bottom of the list
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= =D il You can check or uncheck a range by
clicking on the first box and shift-clicking

on the last box This alzo copies the Sub-

Account through the range.

[N

é & Trusted sites

Figure 2
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- Account Reconciliation (ARR) - ATOMS - Microsoft Internet Explorer provided by LISAF E@@
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&) Done S & Trusted sites

Figure 3

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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10. PREFERENCES

Having problems with ATOMS & your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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PREFERENCES

The following Training Aid was developed to provide visual instructions for Setting Up
Preferences. This material is intended to provide users with the minimal requirements necessary
to set up their Web ATOMS preferences. When the user becomes familiar with these screens the
more advanced functions of this program can be utilized.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OI @ Iocally devised TODO training
program.

2. The user is familiar with current USAF TO System policy and practices governing the
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications.
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e~ Slp navigation

Note: The only preferences that users are able to change are screen colors, font colors, and
font sizes. All other information is created through the Air Force Portal and information

from users AFTO Form 43.

EIBIX

3 Main Menu - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit \iew Favorites Tools  Help
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Figure 1

10 - 3 of 5




<2 Edit Preferences - ATOMS - Microsoft Internet Explorer provided by LISAF
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Highlighted Row Color [t | I
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Font Color I:l r
Page General Font Color I:l F
Color I:l r -
Font Size
(oo &
< | =
I:g"l Done S & Trusted sites
Figure 2
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T L annego 1. Make the color changes you like to the areas

File Edit Wiew Favorites Tools  Help yOU ||ke

Qe - ) [¥] B O POsesen o 2. Select Save

Note: You can reset it to your original settings by

Address |f§| https:,l',l'www.tdr.gunter.af.miI,I'GCSS—IFSI?Iatnms,l'prefl Selectinq Reset
|

Banner General Clolor eoonoss |
Font Color e [
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Font Size
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Font Color zoonono [
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Page General Font Color %
Color
e, Font Size

For help, email the ATOMS help desk.

|

| =

|:é| Daone

S & Trusted sites

Figure 3

Having problems with ATOMS & your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Appendix A: Data Migration

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Data Migration

The following Training Aid was developed to provide visual instructions for migrating you
Desktop ATOMS into Web ATOMS. This material is intended to provide users with the
minimal requirements necessary to receive and document receipt of TOs. When the user
becomes familiar with these screens the more advanced functions of this program can be utilized.
Once all Desktop ATOMS databases have been migrated, this Appendix will be removed.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OF @ locally devised TODO training
program.

2. The user is familiar with current USAF TO System policy and practices governing the
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications.
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JCALS 229 4
Lock out kest

ATOMS 2000

Figure 1
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1. *. ATOMS - Export
*POFE DIPEThsigy. ktings! simmontjiMy Documents ATOMSE, 3export

2 Frport Files

=P | Excport for web canversion

1. Leave set to default settings

Leave Export for web conversion blank

3. Ensure all Export Files are selected, this
should also be default

4. Select Export

N

(owe)  [owe) [

Figure 2

] ATOMS -... [X]

Preferences
fidvice
aromserd  Oelect Ok
lassifica
onkack
Diskribukion

Aub-Accaunt
0
O Increment
ransackion
x Skakus
set Symbal

Ok

Figure 3

Note: You can now close your ATOMS program and open you Web ATOMS. Once this is
done, do not go back to Desktop ATOMS and make any changes.
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-2} Main Menu - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit Wiew Favorites Tools  Help o

L]
; A, — M : 5 B @
Q Back ~ () ® ,;,: D | Search 5 ¢ Favorites &;‘e =T L B,Q i 1 .ji

w aGD Favarites ‘@ >

Address féj https: v, bdr . qunker, af .milf GCS5-IF31 7/ atomsfinde:x. jsp

clip navigation

User |tracy j. sitiumons
Account | F*18H7

Main Menu
ot Ao orior e s | i [ 3 o
Request Acconstp [pload Desktop Data Desktop Conversion Report JCATLS-On
T [rs et | Lielp | Logout
BEgTo | Notifications B Gend Order |
(There are no notfications for you at this time )
% Edit Meed | @ Record Eeceipt ‘
M1 faster TO Eeport |

P Distribution Eeport ‘

1. Select Migrate
2. Upload Desktop Data

<

»
@ https: i v bdr, gunter . af . milf GCS5-IF 317/ atoms//conver sion

S & Trusted sites

Figure 4
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‘A Upload Desktop Data - ATOMS - Microsoft Internet Explorer provided by LISAF [:"E|E|

File Edit Wiew Favorites Tools  Help ,'
-6 Al @ Do rovorites €D - B W - 2 3

e Back 2 \ﬂ g Tl | Search 1. Favorites {3 (=" .ﬁl _‘ @; J

Address |f§| htkps: S, bdr gunker, af  mil i 55-1F31 7/ atoms) corversion) V| 4 Go Favarites @ -

o Accoms | rdrs | Rviw [ Rogos | admin | D24 o e

W EdTO | % EditNeed | ™ Send Order | B Record Receipt | #1 111assage vou already have data
T Prev|Home | Help | Logout you must determine what you
are going to do
Select Continue

Warning

Account F*¥18H7 already has data in the database. If this 1=
unexpected, contact the helpdesk! Do not contine! It
you continue, 12 subscriptions, 12 onhand records, 0
private TOg, and 0 private increments will be deleted. If
vou don't know why these records are here, do not
continie!

You have 2 sub-account ugers associated with your
account. If you continue, the data for ALL these sub-
accounts will be deleted. It your sub-account users want to
keep thig data, make sure they export this data before you

contimue.

W
< >
& S & Trusted sites

Figure 5

Warning: Onceyou havemigratedyour desktopATOMS into
WebATOMS, you cannotusethemboth,thiswill cause
problemsn the JCALS system. After your migrationto Web
ATOMS do notuseDesktopATOMS again.
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<2 Upload Desktop Data - ATOMS - Microsoft Internet Explorer provided by LISAF

File

O Back - P )

Edit  Wiew Favorites Tools

BRERA

Help

) < ' =)
7 Search y 4 Favarites G-

* q

-

W -

Address @ https: v, bdr . qunker, af .milf GCS5-IF31 7/ atoms)conversionfindex, jsprignoreiwarning=ignare

CER

S e

w EGD Favarites ‘@ >

wlip naw

\d ATOMS

ation

P

User
Account

tracy | sitnmons
F*18H7

Upload Desktop Data

B B4 TS & Edit eed ‘ 3 Send Order ‘ B Record Eeceipt ‘ P Distribution Eeport | My paster TO Eeport
1 Prev | Home | B®w) Logout
GCSS ID: Select Browse

Account:

tracy. | Teagnons
F*18H7

Contact File (conract.csv)

Browse..

Distribution File (distrih.csv)

Browse. .

Need File (need.csv)

Browse...

Onhand File (enharnd csv)

Browse...

Review File (review.csv)

Browse. .

Series File (series.csv)

Browse. ..

Sub-Account File (suhacct. csv)

Browse..

Tech Order File (¢a.c5v)

Browse. .

TO Increment File (fafne.csv)

Browse...

Transaction File (#x.csv)

Browse...

i

@ Daone

S & Trusted sites

Figure 6
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Choose file

?X

| ﬂﬂlﬂﬂ\'| = ewport

D

ty Recent
Documents

?‘ —
[
Desktop

™,

by Documents

Bi] advice. cav Bt cav
} akoms.ini I%]I:culnu:.u:sv
@ atomsProp. csy |@tx.csv

] classify. csv Bl bestatus, csv

%'] distrib.csw
|".3=_°°] export, bxt
@ majcom. csy

Bl need. cav

B onhand, csv
B propon. csv

1. Navigate to the folder
that you transferred
your data to in Fig 2
Step 1

2. Select the csv that
corresponds to the
file you browsed for

3. Select Open

_— %]FEWE-'W.ESV
: I%series.csv
My Computer %']subacct.csv
@symbnl.csv
by Metwark  File name: |u:-:untau:t.u:sv ﬂ Open i
Places
Filez of wpe: |,-i'-.|| Filez [%.%] j Cancel |
Figure 7
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‘A Upload Desktop Data - ATOMS - Microsoft Internet Explorer provided by LISAF g@g|
T

File Edit Wiew Favorites Tools  Help L

y - A =y ' e . % - = Q
GBack 7 ﬂ \ELI | A Search E_\i’Favorltes &;‘f T i ﬂ @? ii '4&

Address ﬂj https: v, bdr . qunker, af .milf GCS5-IF31 7/ atoms)conversionfindex, jsprignoreiwarning=ignare hd a Go Favorites ’@ ~
1. Ensure data is entered

¢ ATOMS
- 2. Select Browse for the

: next file
mm e Note: Repeat this for all the

| £t TO ‘ %5 Edit Meed ‘ A Send Order ‘ B Recor files on this window ter TO Report

User |tracy . stmons

1=}

1 Prev|Home | Help | Logout

GUCSS ID: | tracy j simtnions
Account: | F*18H7

Contact File MC:\DDcuments and Settil|_Browse. .
Distribution File (distrih. csv) Browse..,
Need File (need.csv) Browse..,

0111le Browse...

L—TReview File (review.csv) Browse. .

L1

Series File (series.csv) Browse. .
Sub-Account File (suhacct. csv) Browse. ..
Tech Ovder File (a.c5v) Browse...
TO Increment File (fafne.csv) Browse..,
Transaction File (#x.csv) Browse..,
W
< >
& S & Trusted sites

Figure 8
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‘A Upload Desktop Data - ATOMS - Microsoft Internet Explorer provided by LISAF E@@
I

File Edit “iew Favorites Tools  Help '
' o A B e Favori ) S = E &

Q Back 7 ﬂ \ELI D, Search 1. Favorites &;‘ (= ﬂ B,Q ﬁ '4%

Address féj https: v, bdr . qunker, af .milf GCS5-IF31 7/ atoms)conversionfindex, jsprignoreiwarning=ignare hd a Go Favorites ’@ ~

User |tracy . stmons

\ 2
\¢ ATOMS

Upload Desktop Data

[Gatins [ Accmt | Ordors | R | Rogrs | A | DO [t ] |

| 4t TO ‘ & Edit Meed ‘ 3 Send Order ‘ B Record Eeceipt ‘ 2 Distribution Eeport | M faster TO Eeport

1 Prev|Home | Help | Logout

GUCSS ID: | tracy j simtnions
Account: | F*18H7

Contact File (corntact.csv) || CA\Documents and Settil

1. Ensure all data is filled in
2. Select Submit Query

Distribution File (disréh.csv) ||(CADocuments and Settil
Need File (need.csv) | ChDocuments and Setil

Onhand File (orkand.csy) ||CADocuments and Setil
Review File (review.csv) | |CADocuments and Settil
Series File (serées.csv) || C\Documents and Settil
Sub-Account File (subeacct.csv) | C\Documents and Settil
Tech Ovder File (zo.csv) ||CiDocuments and Settil

TO Increment File (zofnc.csv) | |CADocuments and Settil
r Transaction File {(#x.¢sv) | Ch\Documents and Setil

Submit Query

& S & Trusted sites

Figure 9
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‘A Convert to ATOMS on the Web - ATOMS - Microsoft Internet Explorer provided by USAF E@E|
Iy

File Edit Wiew Favorites Tools  Help '
' - AN O < - 2) - E 2

0 Back 7 ﬂ \ELI D, Search :,_\g:’ Favarites € (= @? ﬁ '4‘

Address féj https: /v, bdr, gunker, af il GCS5-IF31 7/ atoms)conversionfupload. jsp hd a Go Favorites ’@ ~
Skap navigation

User |tracy j. sitiumons

\ 2
\¢ ATOMS

Convert to ATOMS on the Web

[ Cating | Accomt | Ortere | B | Rogar | A DA | oo [ ]

B/ Edit TO ‘ & Edit Meed ‘ 3 Send Order ‘ B Record Eeceipt ‘ P Distribution Eeport | My paster TO Eeport

1 Prev|Home | Help | Logout

Contact file uploaded successfully .
Distiibution file uploaded successfully 1. Ensure files have been converted

Need file uploaded successfully 2. Select continue

Onhand file uploaded successfully

Review file uploaded successfully
Senies file uploaded successfully
Subaccount file uploaded successfully
TO file uploaded successfully

A, Tomc file uploaded successfully
Transaction file uploaded successfully

Click Continue to begin your data conversion,

Continue

&) Done S & Trusted sites

Figure 10
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File Edit Wiew Favorites Tools  Help

A Convert To ATOMS on the Web - ATOMS - Microsoft Internet Explorer, provided by USAF E@@
I

L]
; - = a R
QBack M | ﬂ \ELI ..\J / | Search . Favorites &;‘e A= E’z,@ il j‘%

Address féj https: v bdr . qunker, af .milf GCS5-IF31 7 atomsconversiongread. jsprreset=true hd a Go Favorites ’@ ~

clip navigation

A 2 User t:ricy.j.sjmmons
\*;*J ATOMS Account| F*18H7

Convert To ATOMS on the Web

[ Cating | Accomt | Ortere | B | Rogar | A DA | oo [ ]

B/ Edit TO ‘ & Edit Meed ‘ 3 Send Order ‘ B Record Eeceipt ‘ P Distribution Eeport | My paster TO Eeport
1 Prev|Home | Help | Logout

Your conversion operation has been scheduled. The system will email you
when your conversion is complete. If you have not received any
communication within 24 howrs, please contact the helpdesk.

You are now waiting to
receive an e-mail stating
your data is ready to use.

&) Done S & Trusted sites

Figure 11
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JCALS Only Users

WARNING!!!

If you do not follow this procedure, you will reorder all the books in your account, to
include creating sponsor approvals for all the orders created. This will not be good for
the system, so please follow these steps to avoid this from happening.

3 Main Menu - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit Wiew Faworites Tools  Help

7 . A o L . ) ot & 2
QBack 7 |£| IELI | Search i.\i”Favarltes sz @ 1= @; iﬂ .A‘i

Address :Ej https: f fvawas, Edr . qunter, aF, mil/ GCSS-IF317 ) atomns) w a ETu] Favarites '@ w7

Sk navigation

User | tracy. ). simmons

\ 2
YATovMs —EEE

Main Menu

Catin | Accome [ Oriee | Boview [ Roprs | i | D[ tors o ||

T  Home | Help | Logout

BEgwTO | Notifications B Send Order |
JCATLS Migraton complete.

% Edit Negd— Transactions have updated status B Record Receipt |
Ifaster TO Eeport | P Distribution Eeport |

Select JCALS Migration complete

@‘l https: f feawne Edr, qunter, af mil/ GCS3-IF3 17 atoms/conversionfjcalsconversionreport, jsg é & Trusted sites

Figure 12
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2 JCALS Conversion Report - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit  ‘Wiew

@Back - \_J |ﬂ @ _;\.l /:\J Search ‘3';1:(’ Favorites ﬁ‘j [_':' (=

Faworites  Tools  Help

A=

3
'lf
m-DEBES

Address |@h| htkps: ffwavaw bdr, qunter, aF, mil{i3C33-IF 31 7fatomsconversion)jcalsconversionreport. jsp V| GO Farvotites '@ -
O IO GO TG TG O W I O T P o T O TS G o T T T O e -
Apply
Check All C“.lTEllt
Tecl Subscription| On |Onmhand| 0% %
1 ech ADSCIYL LIV 1L TLLATLC g
Uncheck Al Confirm Ord Increment 0 P Ord 0 be Justifica
Tiler Ter
y v Ordered
Qty
&t Rev 2
mi—= e T 17 0
— o |
]

II

Note: You will need to know how
many of each book you have on-hand
to start this step. On-hand means
actually in your library
1. This number shows how many
are on subscription
2. This number shows how many
on are hand. It will default to
the number on subscription.
Note: If you do not have TOs on the
shelf, you will have the ability to
order any you may need from here

I

£

|

@ Dane

2 @ Trusted sites

Figure 13
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2 JCALS Conversion Report - ATOMS - Microsoft Internet Explorer provided by USAF

File  Edit

@Back @ \_J |ﬂ @ _h /:\J Search ‘3';1:(’ Favorites ﬁ‘j [_'\:v

Wiew  Faworites  Tools  Help

e

w - B B

B

X
'lf

Address |@h| https: f fvawa Edr . qunter, aF. mil/ GCSS-IF317) atoms/conversionfjcalsconversionreport. jsp V| ETu] Favarites '@ w7
T e et —
Check All C“.lTEllt
| Uncheck Al Tech Subscription] On  |Onhand Qty to
Confirm Order Increment ’ Order be Justifica
raer Qty roer Oty Ordered .
Qty o0
22 Eev 2 R
= (paper) 17 El 0 A’
2
22 Rev2Chg 1
SR e : :
T
mB ! : :
(paper)
3.3, ~Upp
O 55 503C 0 0
aper
(paper)
4.3, TCTO 1. Enter the number of TOs you
[ 0 have on-hand
(papet) 2. Select Check All
3.3 Supp 3. Select App|y _
O 55 503D 0 Note: Justification is for Sponsor
(paper) Approval TOs
3.3 TCTO
SR : :
(papet) v
< | 3
@Dune 2 @ Trusted sites

Figure 14
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R JCALS Conversion Report - ATOMS - Microsoft Internet Explorer provided by USAF
File  Edit

Wiew

Faworites  Tools  Help

@Back - @ D @ ‘,_lj ﬁ]Search H\{'Favarltes @ D{' h:\_..- |_-| |_.J @? ﬁ ‘3

Address |@ https: f fvawa Edr . qunter, aF. mil/ GCSS-IF317) atoms/conversionfjcalsconversionreport. jsp

v|G|:|

Favarites '@ >

Onhand qty
Cnhand gty

Cohand gty
Onhand gty
Cohand gty

Cohand gty
Onhand gty
Cohand gty
Onhand gty
Cnhand gty
Onhand qty
Cnhand gty

Cohand gty
Onhand gty
Cpnhand gty o

Cohand gty
Onhand gty
Cohand gty
Onhand gty
Cnhand gty
Onhand qty
Cnhand gty
Cohand gty
Onhand gty
Cohand gty
Cohand gty

S

A1l changes made here will be applied to sub-account F*18H7 Lik.

~

of 3-3-XXX Supp 503D (paper) set to 3 for sub-account
of 7-7-XXX-7 Chg 1 (digatal) set to 1 for sub-account Lib

Ensure On-hand quantities are showing

of 4-4-XXX-4 Rev 4 (paper) set to 3 for sub-account Lib
of 5-5-XXX-5 Supp S5-1 {paper)} set to 2 for sub-account Lib
of 10-10-X330-10 Rev 1 (CD-EOL) set to 1 for sub-account Lib
of 4-4-XXX-4 Rev 5 (paper) set to 3 for sub-account Lib
of 3-3-XXX TCTO S08 (paper) set to 3 for sub-account Lib
of 5-5-XX-5 Supp S-1 (paper) set to 2 for sub-account Lib
of 2-2-XXX-2 Rev 2 Chg 2 (paper) set to § for sub-account Lib
of 5-5-XXX-5 Chg 6 (paper) set to 2 for sub-account Lib
of 3-3-XXX Supp 503 (paper) set to 3 for sub-account Lib
of 11-11-XXX-11 Supp S5-1 (CD-E.OM) set to 11 for sub-account Lib
of 12-12-XX3-12 B‘wic {11*11191} set to 1 for sub- *u*mlmt Lib
f 7- '-"—XX}I—" B']Slt" {[hgt'll} set to 1 for sull—wcmmt Lib
of 6-6-XXX-6 Rev 1 Chg 9 (paper) set to 4 for sub-account Lib
of 3-3-XXX TCTO 510 (paper) set to 3 for sub-account Lib
of 8-8-XXX-8 Basic (paper) set to 1 for sub-account Lib
of 15-15-XXX-15 Basic (digtal) set to 1 for sub-account Lib
of 4-4-XXX-4 Rev 3 (paper) set to 3 for sub-account Lib
of 12-12-XXX-12 Chg 1 (paper) set to 1 for sub-account Lib
of 3-3-XXX TCTO 509 (paper) set to 3 for sub-account Lib
of 11-11-XXX-11 Chg 3 (paper) set to 11 for sub-account Lib
of 3-3- XXX TCTO 507 {(paper) set to 3 for sub-account Lib
of 11-11-XX3-11 Basic (CD-ROM) set to 11 for sub-accomnt Lib
of 3-3-XXX TCTO 503 (paper) set to 3 for sub-account Lib

|

4

@ Dane

2 @ Trusted sites

Figure 15
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File Edit Wiew Faworites Tools  Help

3 JCALS Conversion Report - ATOMS - Microsoft Internet Explorer provided by USAF E@@
Iy
L]

QBack M > | Iﬂ IELI .;\J /.-‘: Search ‘;1\? Favorites 6'-‘3 v e ﬂ - E’p@ ﬁ j‘i

T

Address :Ej https: f fvawa Edr . qunter, aF. mil/ GCSS-IF317) atoms/conversionfjcalsconversionreport. jsp w a ETu] Favarites '@ w7

Sk navigation

2 - User | tracy j. simmons
\*:*/ AT O M S Accomnt | F*18H7

JCALS Conversion Report

Catin [ Accomt [ Oriee | Roview [ Roors | Adin | D Otiors  wigin ||

® Edit TO ‘ % Edit Need | B Zend Order ‘ B Record Eeceipt ‘ B Distribution Eeport | s
1 Prev|Home | Help | Logout

A1l changes made here will be applied to sub-account F*18H7 Lik.

Onhand gty of 3-3-XXX-3 Basic (CD-ROM) set to 14 for sub-ac qeandedal

Onhand gty of 5-5-XXX-5 Basic (paper) set to 2 for sub-account § Note any migration discrepancies and
Onhand gty of 2-2-XXX-2 Rev 1 (paper) set to 8 for sub-account| ~orrect them

Apply
Check All C'lu'rent
Uncheck Al | o Tech Tnerement Subsecription| On  |Onhand Oty to be Justification
Order Qty Order Oty | Ordered
Qty
Apply
< >
@l Done 2 @ Trusted sites

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Web ATOMS TODO FUNCTIONAL USERS GUIDE
(USAF)

Appendix B Reports in Excel and Word

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.



mailto:aac.wmbc.jcalsadmin@eglin.af.mil

Working with Reports in Excel and Word

The following Training Aid was developed to provide visual instructions for working with
reports saved as csv and rtf. This material is intended to provide users with the minimal
requirements necessary to produce reports to allow the TODO to save and print reports in two
different programs. When the user becomes familiar with these screens the more advanced
functions of this program can be utilized.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OF @ locally devised TODO training
program.

2. The user is familiar with current USAF TO System policy and practices governing the
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications.
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Note: This section is used after reports have been run. For information on running reports,
see Section 6 and 7.

Excel Spreadsheet (csv)

<N Master TO - ATOMS - Microsoft Internet Explorer provided by LISAF

Skip navigation

Note: This Master TO Report has
already been run

1. Select CSV (Spreadsheet)

2. Select Ok

[ Cuios | Accme | rtee | e | agar |

File Edit View Favorites  Tools  Help :,'
| - Al © = i ) . = B 3
G Back > | \ﬂ \ELI 0| A Search 5_\2’ Favorites 6:“ = ﬁ B,Q? .4“
Address @j https: f femane Edr . qunter . af . milGCS3-1F31 7 atoms repartfmtor. jsp L a Go Favarites
~

® Edit TO | % Edit Need | T Send Order | B Record Receipt | 2B Distribution Eeport | M faster TO Report |

T Prev|Home | Help | Logout

Senes* or TO NMumber

Summarnre all accounts

Sub-Account(s) i e
If Summmarize is chosen, then you

Discrepancies enly [ cannot salect Sub-Accounts,
Omit Unavgﬂable for 0 1. You will probably need to print
Distribution Landscape for all the columns ta fit

Show TO Notes [
Sort ®TO Number O Account
Breal: on sort [

OHTML (Web) ® CSV (Spreadsheet) O RTF (Document)
O Bare HTML

an the page. This should be an option
ak your prixt dicleg bax. Details
depend an your prinier.

Fortmat

ﬂj é & Trusted sites

Figure 1
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Select Open
Do you want to open or save this § Note: You could save this file at this
point; we are going to open it. It can
Name: Master TO.csv | then be saved like a standard

ﬁu Type: Microsoft Office Ej SDreadsheet

\ From:  www, tdr.gunter, e

\[ Open ][ Save Jﬁﬂancﬂi

ham your computer. f you do not trust the source, do not open or

@ While files from the Intemet can be useful, some files can potertially
save this file. What's the risk?

Figure 2

B=1E3

Ed Microsoft Excel - Master TO[1].csv

dit  Wiew Insert  Format  Tools Data  MWindow Help  Adobe PDF Type aquestionforhelp = 2 @ X

S TR I T

A

Bo100% - (@) [

with Changes... End Review... |

E 3 5= i " Delete Sheet | 03 - 3 - A - [0

1. Select the upper left corner of
the spreadsheet; this will
highlight the entire spreadsheet

Note: It will be above the first row
number and left of the first column

2. Place your cursor between
column A and B (your cursor
will become a vertical black line
with arrows point left and right)
and double click

Note: This will auto fit all of your

columns to match the data located in

11

M 4+ H|\.csv]Master TO(1
Ready Sum=928439 LM

Figure 3
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E3 Microsoft Excel - Master TO[1].csv

COX

(X File Edit Wiew Insert Format  Tools  Data  Window Help  Adobe PDF Type aquestion forhelp = 2 @ X%
NS EHRO SR VE| SR S 9o -8 MG - o
N Bt s e s L | | & By - | ¥4 Reply with Changes,.. End Review. ., !
: prial - 10 | B IH|§§§@|‘E;§§;§§‘*j‘“;ﬁ+jﬁ'¥"J,fDeI_eteSheeHE-&vé-!
immEl .
= . £ 3000554000006 Click in any part of the report body
A B | C [ D | E | this will return the spreadsheet

1 |TO Murn |Increrment Code Stock Murm Pub Date |Inc Status Distill back to standard color

2 | 1-1-3354-1 Basic (paper) 011043198000006 | 1-Jan-03 A . ; ; ;
3 | 1-1-33541 Chyg 1 (paper) 0110431980001068 | 1-Feb-03 A l\_IOte' Atthis point you can use this
4 | 2230042 Rew 2 (paper) 021005520000008  1-Jun-04 A like any standard spreadsheet

5 | 22230542 |Rev 2 Chg 2 (paper) 02/005520000206 | 20-Oct-05 A

B | 3-3-¥X4¢ |TCTO 503 (paper)  031000654000006 | 29-Jan-03 A 3

7 | 339000 Supp 503C (paper) 03I000654C00006  29-Jan-03 A 3

8 | 332350 TCTO 507 (paper)  |031000655000008  28-Feb-03 A 3

9 | 3300 Supp 503D (paper) [D3000654D00O0G] 2-Nov-06 A 3

10| 3-3-%¢«  TCTO 508 (paper)  |031000585000006 | 5-Mov-08 A 3

11| 3-3-44  TCTO 509 (paper)  |031000630000006 | 12-Jan-07 | A 3

12| 3-3-¥¢+ |TCTO 510 (paper) 031000692000006 | 1-Feb-07 A, 3

13 | 3-3-¥¥r-3 |Basic (CD-ROM) 0300066100000F | 3-Jan-03 A 15-Feb-07 14 13 1

14 | 4-4-¥¥s-4 |Rev 3 (paper) 0410028530000058  2-Now06 S g

15 | 4-4-¥-4 Rev 4 (papen 041002855000006 | 12-Jan-07 A g g

16 | 4-4-324-4 Rev S (papen 041002564000006 | 1-Feb-07 A g g

17 | 98-8 |Basic (paper) 091007946000006 4-Jul-06 A, 15-Feb-07 4 4

18 | 9-8-3=-89 Chy 1 (paper) 091007946000106 | B-Now-0B A 15-Feb-07 4 4

19

20

21

22

23

24

7= b
o4 » k] csy]Master TO(L) / |« 2l
Ready LM

Figure 4
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Word Document (rtf)

23 Master TO - ATOMS - Microsoft Internet Explorer. provided by USAF

File Edit View Favorites Tools Help

G Back ~

Address Ej hittps:f fewww . bdr . qunter . af .mil (GCSS-IF31 7 stoms repart/mtor. jsp

. ~ .
\ﬂ IELI 4l ) search 5 Favortes 6-“ T

Be i 3
v e

Favarites

Slip navigation

% Edit Need B Gend Order |

W B4t TO

User
Account

tracy j. simmons
F*18H7

Macter TO

Note: This Master TO Report has
already been run

B Record Rec

T Prev | Home | Help | Logout

1. Select RTF (Document)
2. Select Ok

Series® or TO Number

Summanze all accounts

Sub-Account(s) !

Digerepancies only []
Ornit Unavailable for Distribution [
Show TO Netes []
Sort @ TO Mumber O Arccount
Break on sort [
Format O HIML (Web) O C3V (Spreadshest)

TF (Document) O Bare HIML

If Summarize is chosen, then you cannol
1. select Sub-Accounts.

You will probably need to print Landscape
for all the colummns io fii on the page. This
should be an option on your print dialog
baox. Deiails depend on your printer.

&)

Sy @ Trusted sies

Figure 5

File Download

Do you want to open or zave
@ j Mame: Master T rh
Type: Rich Text Fo

Frarm:  wiamy, bdr,qun

X
Select Open
Note: You could save this file at this
point; we are going to open it. It can
then be saved like a standard

spreadsheet

/ Open || Save | | Cancel |
”)

YWhile filez from the Intemet can be useful, zome fles can potentially
harm your computer. If you do fat trust the zource, do nat open or
zave this file. What's the risk?

Figure 6
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1§ Master TO[3].rtf - Microsoft Word
Farm . Window Help AdobePDF  Acrobat Comments

bH Mew...
i
13 Open... Chrl+0
- Save ChrHs 0 - . -
. Save fis i 1- Select Flle
i as..
Page S 2. Select Page Setup
Print Presiew
Print... ChrHp
Send Ta 4 16 Feb 2007
1L:Y.. Adppendix B Reports Excel and W... ) Page 1
2 Gl |BASE POC Migration Checklists.doc Master TO
3002 Sub ts 070119 Web.d For Official Use Onk
24102 2 secoun's ) e jura  Incremen Stock Pub Date Inc Distributi Subscribe On Hand On Order
4 CiDocuments and Settingst...\Docl.doc t Code Nllm S!ms on Dm
@ - TCTC 11101058 |07 Jul A 2
X 501 000006 | 2006
(paper)
11-11- TCTC 11101060 |13 Sep A 2
hiee 02 2000006 2006
(paper)
11-11- TCTC 11101065 |02 Now A 2
hiee. 503 2000006 2006
(paper)
11-11- TCTC 11101068 |15 Jan A 2
X 504 (CD- | 400000R 2007
EOM)
i
Figure 7

Appendix B - 7 of 11



Page Setup

Margins | Paper || Layauk |
Margins
Left
1. Select Landscape
Gutter: GUterd 2 Select OK
Orienkation
I
A ~ j
n
Portrait Landscape
Pages
Multiple pages: |N':'rl'ﬂ-3| hd
Presyvigw
Apply ko:
|'-.-'-.-'h|:||e docurnent W | =
oy —
Defautt... \ ok | [ Cancel

Figure 8
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T Master TO[3].rtf - Microsoft Word =

I Fle Edit Mew Insert Format Tools Table MWindow Help  Adobe PDF Acrobat Comments Type a question For help
A==
=i |

Dedialgava s coe 28326 Note: The report will now be laid
i A4 normal+Bold v TimesMewRoman - 12 v | B 7 U ‘%

Select the plus symbol in the upper
left corner; this will highlight all

\ the text

\. Magter TO
- For Official Use Onk
: : Pub Date Subscribe | On Hand |

On Order| |

g e
© £
w

. @
N ¥
=S o|E|(=H ¢ >
ibaws i Jawmshapesy N N OO M A EE| - Z-A-==5 @ djg

Page 1 Ser 1 11 ar 1.3" ln1  Cal1 [E5]

Figure 9
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Oy Master 127 =+ - Microsoft Word

Type & question For help

-4 1. Select Table

2. Select Autofit

D Fle Edit Wiew Insert Format  Too®o| Table | Window Help  AdohePDF  Acrobat Comments
j Draw Table
INEHAAS B | e N e | & 9 o0
P A4 normal +Bald - Times Delete ' u \% =
Select
e I o 5
Table AutoFormat. .. g
AutoFit S5 AutoFit to Contents

3. Select Autofit to Contents

Hide

Table Properties. ..

[

F#e AukoFi ko Yindow

Ll

== |

d4F

Fixed Columnn Width

Distribute Rows Evenly

w

- .
SEB|E|FH <

iDrawr e | Autoshapes N w [ O A ol 7 8] [&| & - - A -

e O

Distribute Columns Evenly.

on Date

zaall

Page 1 Sec 1 111 At 1.3"

Ln 1 caol1

G

For Official Ose Only
Distributi|Subscribe |On Hand | On Order

o

T

ek 2007
Page 1

sl

>

—

- X

P

Figure 10
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T Master TO[3].rtf - Microsoft Word
EEiIs Edit  Miew Insert Format  Tools  Table ‘Window Help Adobe PDF  Acrobat Comments

Type aquestion for help = X

> ®|ﬂﬁead!

uﬁﬂdﬁlau}l’?ﬁm FEN =W AL R \&L}EE:%IQWIDW

~ Times NewRoman + 12 | B I U \|—|

Y

Appendix B - 11 of 11

16 Feb 2007
Page 1
Magter TO
For Official Use Onl
Increment Code Stock Num Pub Date  Inc Distribution Subsecribe On On
Status Hand Ovder
TCTO 501 (paper) | 111010586000006 |07 Tul 2006 | A 2 =
TCTO 502 (paper) | 111010602000006 | 13 Sep 2006 | A 2
TCTO 503 (paper) | 111010632000006 ggolgov A Click in any part of the report body
TCTO 504 (CD- 11I01062600000R. | 15 Tan 2007 | & thiS WI” return the spreadsheet
ROM)
back to standard color
Note: At this point you can use this
like any standard word doc. If you
use the format presented here, it will
be called an rtf, if you save it, it will
become a Word .doc
= £ II1T8 !;
Ppraw - Li | Adoshapes - N w [ O A Al @I&vévﬂvfﬁz a i!
Figure 11

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Appendix C: Air Force Portal Information

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Data Migration

The following Training Aid was developed to provide visual instructions for the Air Force
Portal. This material is intended to provide users with the minimal requirements necessary to use
Web ATOMS via the Air Force Portal. When the user becomes familiar with these screens the
more advanced functions of this program can be utilized. Once all Desktop ATOMS databases
have been migrated, this Appendix will be removed.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training
course, an IDE ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OF @ locally devised TODO training
program.

2. The user is familiar with current USAF TO System policy and practices governing the
management of a TO account IAW TO 00-5-series TOs and 21-3xx publications.
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Web ATOMS via the Air Force Portal

2l AF Portal Login - Microsoft Internet Explorer provided by USAF

Fle Edit V‘iew Favorites Tools Help

@Batk " -_J E @ :;j pSearch *Favnrltas @ E;r:{v :\?. D I_J @Z ﬂ .ﬁ

Address ‘@ htkps: fwwae ey, aF milfgcss-af faf p40fUSAF fep/home. do V‘ Go Favarites @ -

1. Enter Username and Password
2. Select CAC Log In
You can use either, for our example we will use

Not A Member?

Usernarme: e Account Requirements
Passwore: » Register for a new AF Partal the CAC Log In
Account with your CAC

Forgot Your Username of Password?

» Register for a new AF Portal
AEaunt without 3 CAC

* Upgrade our search performance

* Make it easy to build your own Workspace

* Provide new and tirmely content

It's all there — information, collaboration and applications — so you can do
your job, manage your career and live your life in the Air Force,

» Get the Full Details on What's Changed (PDF 2MB)

CAC Log In

Insert your CAC to begin,

+ Enable your CAC far Login

* Spansor a Friend o Family
Member

First Time?
o Logln
v

Help Center Get on the same page.

Everyone. Ouer 700,000 users
Top 5 Questions: Other Topics: " Everywhere. At home, at work or deployed
Hi-Res Video (Media Player 2ZMB) Everyday. 24w T ow BET
* How do | retrieve my password  * Freguently Asked Questions Low-Res Yideo (Media Flayar SMB)
ar username? View Wideo Transcript
+ Enable your CAC far Login
» Password notwarking?
» CAC User's Guide Friends and Family Updates to the Portal
» How do | register? ) ;
» Contact Help Desk +Access Friends and Farnily Promotion Lists

» Problems with drop down
Wy P f? JP | The Air Force has selected 1262 Senior Master Sergeants for
gelnL:snm PG TR *Sponsor a Friend or Farmily Mermber promotion to the service's second highest enlisted rank, The
Gell complete list of selectees is available here.

»hat are account benefits?

Privacy and Security Polioy
Last Maodified: 15 Mar 2007 | fnS

a é @ Trusted sites

Figure 1

Choose a digital certificate

Identification

The Web site you want to view requests | 1. Select required certificates
1. i ! identification, Please choose a certificate. 2. Select OK

MName: Issuer

SIMMOMNS, TRACY ..., DOD EMAIL CA-11
SIMMOMNS, TRACY ., ., ., S EREy b

2.
\ Mare Infa, .. ] [Eiew Certificate. .. ]

Ok H Cancel ]

Figure 2
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Microsoft Internet Explorer E

A

ActivCard Gold - Enter PIN

1. Enter PIN number
2. Select OK

xxxxx)i

Q Enter FIN code:

\ aE. | Cancel |

Figure 3

This is a Department of Defense compuker system, This computer syskem, including all
related equipment, netwaorks and netwaork devices (specifically including Inkernet access),
are provided only For authorized .S, Government use, DOD computer swstems may be
maonitored Far all lawful purposes, including ko ensure that their use is authorized,

for management of the system, ko Facilitate prokection against unauthorized access, and
ko werify security procedures, survivabilicy, and operational security, Monitaring

includes active atkacks by authorized DOD entities to tesk or verify the security of

this system, During monitoring, information may be examined, recorded, copied, and used
for autharized purposes. &l infarmation, including persanal information, placed on ar

sent over this syskem may be monitored, Use of this DOD computer system, authorized ar
unauthorized, constitutes consent to monitoring of this syskem. Unauthorized use may
subject you ko criminal prosecution, Evidence of unauthorized use collected during
manitaring may be used for administrative, criminal, or other adverse ackion, Use of

this swstem constitutes consent to monitoring For these purposes,

Figure 4
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AF Portal - Home - Microsoft Internet Explorer provided by USAF

Eile Edit Miew Favorites Tools

Help

@Ba:k v -\_.) @ @ £h pSearch *Favuritss &3 &2- :\f l@ = \_J @\“7 ﬁ .ﬁ

Address | @] hktps:fww my.oF miljgess-afafpA0USAF feplalabal ab do?nageld=93748channelPageld=-1173755231

AFPortal -

Workspace

Home

News Headlines

Air Force Link Top Stories

»March 17-23: The week in airpower
»Hockey: Gophers ground Falcons'
FEas0n in 3rd period rally

» Ajr Force legend Col. Chase Nielsen
passes away

» Cosst Guard pilot traces roots to Air
Force opportunities

»March 24 airpoweer: C-173 transport
3,000 passengers, 430 tons of cargo

Strategic Comnuumication
Spread the Word

+ Mjr Force Priorities [pdf]
» Top 3 AF Budget Messages

Weather
Today’s Forecast

Get Local Weather

The AF Weather Agency is
pleased to provide you weather
updates, available worldwide,

UG RESFAGE

—~——

Air Force ~

Knowledge-Enabled Airmen

Airmen provide America with air, space and
cyberspace dominance - the first and essential
enduring requirement of a successful military
operation, But such dominance is not a national
right. It is the consequence of generations of innovative
Knowledge-Enabled Airmen who have continued ta learn
throughout their careers, and have applied their increasing
knowledge to develop and exploit new technologies and
tactics,

CSAF Vector - Transforming ISR

As a result of the significant changes within the
Mational Intelligence Cornmunity and in response
to the 9/11 Commission Repart, we are
increasing our emphasis on our own intel
activities, Cur initial steps were to create our
own Deputy Chief of Staff for Intelligence (DCS/I) as a 3-
star billet and establish the goal of transforming Air Force
Intelligence,

| CMSAF Perspective - Saving Energy, Saving Our Air
Force

The Air Force core value of Excellence in all we
Da translates into direct action when we apply
our values to energy conservation. By taking
simple actions, each Airman saves Air Force energy assets
and conserves resources,

Air Force Announcements
Current Announcements rdetail
11th Annual USAF Marathon
The 11th annual Hnited States Air Fares o~

v

Go

Favarites @ v

AF PORTAL | W HITE FASES

eLr | reepeack | Losour &

Air Force 2007 Posture Statement

Air Force officials released their annual posture
staternent which articulates the major elements
required for the Air Force to fulfill its mission and
its priorities over the course of the next year and
into the future,

I The Chief of Staff's Portraits in Courage

| The courageous actions of 15 Airmen are
highlighted in the inaugural edition of the chief of
staff's Portraits in Courage. The Airmen chosen
faor this first edition represent courage in time of
war, from the physical courage to leap into harm's way to
protect comrades, to the moral courage to continue to serve
despite enormous obstacles, to the emotional courage to
focus on the mission despite harrowing circumstances.

Internet Seam — Bank Account Holders Beware!l!

Air Force users have received Bank of America

(BOAY e-mails advising them that their Military

Bank Online service accounts have or will be

deactivated because of inaccurate account

information. The e-mail warns that a hold is ar will
be placed on the account indefinitely until the account
information is updated via a link in the e-mail. BOA has
confirmed that these emails should be treated as fraodulent
and cardhalders should not respand or supply any
informnation,

ADD

Featured Links

Top Viewed: Fitness =2 dletail

» &ir Force Fitness Management System (AFFMS)
»Fit to Fight

ALERTS

Air Force Indexes

MAJCOM A-Z Listing
Base A-Z Listing
Organization A-Z Listing
Functional Areas A-Z

Listing
Application 4-Z Llstlng‘

Topic A-Z Listing

Select Applications A-Z Listing

<

@ hktps: v, my . af  milfgcss-af{afp40fUSAFfepfinde:. do?command=application

S @ Trusted sites

Figure 5
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AF Portal - Applications - Microsoft Internet Explorer pro:

Eile Edit “iew Favorites Tools Help

e Back - \_’J D @ /_ Search ‘E‘n\? Favorites €‘3 E}}; - :;. M = J @\“7 ﬁ il

Address ‘@ hitkps: | funw. . oF  milfgess-af faFp0fUS AR ep/indes:. do?command=application Se I eCt ATO M S-Auto m atEd TeC h O rd e r
ATIMS ‘E- -line, interactive dat hi rting 65 located at Eglin, Hill, W 1
Arsena\lsaiioné fjgﬁltcﬁeiurnmgjst‘r?r Epraartnlé:?s. aA_?mv;grias :l;:zltsw-uﬁfeur, ID”E—hna?riﬁtg;an;;v:c;a:ab;sage:wnvim‘nme M anage me nt SyStem [m I I/ Com]

program information and data. Current design promotes configuration management of program documen

plans, procedures, processes, funding docurnents, contractual documnents, specifications, hardware/softw Note - YOU Can Select ADD and th iS Wi ” add
and drawings. As the entire system is managed within the pararmeters of the Air Force, flexibility of proce =
and databases is available to each and every program. The system therefore can easily be designed arau

particular pragram. In other words, ATIMS is tailored to the user environment and allows user involverne it tO VOU r WO rkspace, th iS Wi II al IOW VOU tO

cost to utilize ATIMS is minimal - amounting to 95% lower costs than outsourcing this capability. Contact - N
775 2050} for additional info, To contact the Help Desk or request an account: 1) select HELF 2] log in

Do e D e e | o directly to Web ATOMS without
ATIMS - Hill {.mil) H H

ATIMS is a Bi-service on-line, interactive data warshouse supporting 65 programs located at Eglin, Hill, W SearChlnq ea.Ch tlme

arsenal along with their industry partners. ATIMS is a multi-user, on-line, interactive database environme
program information and data. Current design prornotes configuration ranagement of program docurnen

plans, procedures, processes, funding docurnents, contractual documents, specifications, hardware/softy ST TEETET aP U S0 o e e,
and drawings. As the entire systemn is managed within the parameters of the Air Force, flexibility of process, procedures, documentation flow
and databases is available to each and every program, The system therefore can saslly be designed around the team environment of the
particular program. In other words, ATIMS is tailored to the user environment and allows user involvement in design and implementation, The
cost to utilize ATIMS is minimal - amounting to 95% lower costs than outsourcing this capability,

Contact Steve Page, DSH 775-2050 (Com 801-775-2050) for additional info. To contact the Help Desk or request an account: 1) select HELP
2) log in, 3) when the ATIMS site page appears click the Help Desk link, and then 4) select the new account option.

ATOMS - Automated Tech Order Management System

com

The Automated Technical Crder Management Systemn (ATOMS) is used to subscribe to and reguisition Technical Orders, and to manage libraries
of these books, Its primary intended audience is Technical Crder Distribution Offices (TODOs), It is also used by some Technical Order
Distribution Accounts (TODAS),

To gain access to this application an AFTO Form 43 is required to establish a new account or to change information on an existing account.Ta
submit questions about the application, contact the helpdesk at: 1-800-596-5771, {334) 416-5771, DSN 596-5771, option 1,1,5,9 or email
teamS@gunter.af.mil. ATOMS Program Office: Email atoms@wpafh.af.mil ELSG/ILMT (937) 257-3085, DSN 757-3085

ATOS - Automated Technical Order System [.milf.com]

®» Publication {stand-alone, loose-leaf ) and document management systemn for Air Force Technical Order (TS changes

» Receives, stores, and maintains digital T2 change page data and produces postscript TO pages

» Consists of seven subsysterns: production control, text capture, text generation, graphics capture, graphics generation, review and output
Operates at three Air Logistic Centers (ALCs)

# Will be replaced by the Enhanced Technical Information Management system (ETIMS)

AU Portal - AIR UNI¥ERSITY Portal

The alU Portal provides r’eg\stered Air University users online access ta Air University educational opportunities. To gain access to this
application or submit questions, contact the application owner at: 334.953 4008, DS 493 .4008, au.scsystems@maxwell.af,mil

Augmentee Individual Mobilization Service (AIMS)

AUREPM - Air University Registrar and Education Program Management (AETC})
AUREPM will be used to analyze data in suppart of management decisions. AUREPM shall encompass historical metrics, resource modeling, and
quota forecasting aspects required to provide decision support for HG AU, To gain access to this application or submit questions,
contact the application owner at: 334,953 8126, DS 423.8126, au.scsysterns@maxwell,af mil
AUSMS - AIR UNIVERSITY STUDENT MANAGEMENT SYSTEM (AETC)
The AUSMS application pravides student registration management, autornated test scoring, and generation of various reports in support of
students, faculty, and staff of Squadron Officer College, AeroSpace Basic Course, and Squadron Officer Schoal. To gain access to this
application or submit questions, contact the application owner at: 334.953.2729, DSM 493.2729, au.scsystermn@maxwell.af.mil
Automated Business Services System

g P,

<

@ hktps:f fwan, my . af  milfgcss-af {afp40fUSAF epfcontentview, dorcontent Type=URLEcontentId=11289248url=https % 38 % 2F ¥ 2Fwww. my  &aF . mil% 2F é @ Trusted sites

Figure 6
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\ ‘%@j hittps: v, oy &F  milflepafatoms | w a Go Favorites '@ -

2} Main Menu - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit Wew Favorites Tools Help 1]

M

J ? \ﬂ \ELI .;‘J /.- ) Search ‘;1\} Favarites 6’-‘3 - &3 ﬂ - E’z,l\? ﬁ “:“i

Skip navigation

User | tracy j. simmons

A 2
\¢ ATOMS =

Main Menu

oo | e | i[O e ] ]

3 Prev|Home | Help | Logout

Notifications
For help, call the FAS Team. DS 576-5771, Commercial 334-416-5771. Voice options 1, 5, 2.

You are now on Web ATOMS and
can use the program

@;‘] Done é @ Trusted sites

Figure 7

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Appendix D: Subaccount Data Migration

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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Data Migration

The following Training Aid was developed to provide visual instructions for migrating you Desktop ATOMS
into Web ATOMS. This material is intended to provide users with the minimal requirements necessary to
receive and document receipt of TOs. When the user becomes familiar with these screens the more advanced
functions of this program can be utilized. Once all Desktop ATOMS databases have been migrated, this
Appendix will be removed.

These instructions are based on the following assumptions:

1. The user has completed/reviewed one or all of the following: an AETC TODO Training course, an IDE
ATOMS Training Workshop, ATOMS Web Based Tutorial
http://www.pdsm.wpafb.af. mil/toprac/Tutorial2000/tutorial2000_index.htm, OF @ locally devised TODO training program.

2. The user is familiar with current USAF TO System policy and practices governing the management of a
TO account IAW TO 00-5-series TOs and 21-3xx publications.
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2. ATOMS [TODO OC-TILUB J E*04TR - Database C:\Documents and Settings\simmontjiMy Documents\A TOMS2. J\data]

File Reference Order Receipt Reconcle Reports MERTEEEE Window  Help

| Re-Index and Pack ;i
E Edit TO % Madify s ERE puld Qe ] send o o TAe ock Action _5"‘ Distribution Report m Master TO Report

Back-Up

e 1. Select Utilities
= | 2. Select Export

Purge

Transfer Sub-Account

Merge Sub-Account
Re-Assign Series
Recalculate TO 1D Oty

Add Series Memory Capability
Caleulate Increment Sort:

Purge Blank Stock Mumbers

Extract Metrics

Convert Legacy Data 3
ETIMS Export 13
JCALS 229 4

Lock out test

ATOMS 2000

Figure 1

" ATOMS - Ex

=

Leave set to default settings

: Leave Export for web conversion blank
MNeed 3. Ensure all Export Files are selected, this
on-Hand should also be default

E'r'l:IFII'IFIEEFIt 4. Select EXpO rt

no

Sub-Account
T
T Increment

Figure 2
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7 ATOMS -.... [X]

Preferences Select Ok

AomsProp
lassification

Figure 3

S EEEE NN IS S S EEEEEEEEEEEEEEE NS S SN NN EEEEEEEEEEE NS EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEY

Note: You can now close your ATOMS program and open you Web ATOMS. Once this
is done, do not go back to Desktop ATOMS and make any changes. :

Appendix D - 4 of 8



A Main Menu - ATOMS - Microsoft Internet Explorer provided by USAF
Edit  Wiew

1. Logonto Web ATOMS

Favorites  Tools  Help

D X B G P

_Ll hittps: ffunana, my . & mil/lkpa/atomsfindes. jsp

o) back ~

o B BRE S

Skip navigation

2. Select Migrate
3. Upload Desktop Data

User | tracy j simmons
Account |F*13CY.03

Main Menu

Upload Desktop Data Desktop Conversion Report JCALS-Only Conversion Report

Request Account
T Prev|Home | Help | Logout
B 5470 /

eed

3 . W foster TO Eeport |

Notifications

For help, call the FAS Team DSN 556-5771, Commercial 334-416-5771 Woice options 1.5, 2
MNew andfor changed TO Increments that may be of interest to you

Mew andfor changed TOs that may be of nterest to you

B Forward Order I

B Record Eeceipt |

B Dictribution Report |

g“l https: . my.af milfltpafatomsfconversion

@ Trusted sites

Figure 4

2N Upload Desktop Data - ATOMS - Micrasoft Internet Explorer, provided by USAF
File Edit View

Favorites  Tools  Help

@ Back ~ \ﬂ IEI ;‘] /7" Search :"

@ LRE S

Favorites &2? T

Address E] hittps: ffunana, my . af . mil{lpaf stoms/conyversion/inde:. jsptignoreiwarning=ignare

vIB o  Favories @ -

B 54 TO |

£ EdtNeed |

= Forward Order | 3 Record Eecept B Dictribution Report

~

1 faster TO Report |

T Prev|Home | Help | Logout

GCSS ID: |tracy j.simmons

Account: | F*¥13CT 03

Contact File (contuct.csv) ||

" Browse...

" Browse...

Distribution File (distrih.coplum
e (nead. csv) [

Erowse...

Onhand File (ankand. csv) _.

[ Browse

Review File (review.csv) [

|| Browse

Senies File (series.csv) [

|| Browse

Sub-Account File (subacct.csv)

| Browse...

Tech Order File (fo.cv) ||

||_Browse...

TO Increment File (fafnc.esv) ||

||_Browse...

Transaction File (#x.csv) '_

Erowse...

Subimit Cueny

Select Browse

»é'l bone

S @ Trusted stes

Figure 5
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1. Navigate to the folder
that you transferred

1_ ck g E] @ r_h fnj Search ‘-;_\;(Favnr\tes Q)

e [ ] hitps: ffumsen . of, il Epagore jspTignoreWarning=ignore

Choose file

] B Edi TO | 85 Edit Heed ! i, [ oo your data to in Fig 2
2 E Prev | Home | Help | Logout Lé advice.csu Elto.cov Step 1
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Figure 6

2N Upload Desktop Data - ATOMS - Micrasoft Internet Explorer, provided by USAF
File Edit ‘Wiew Favorites Tools  Help
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Figure 7
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A Upload Desktop Data - ATOMS - Microsoft Internet Explorer provided by USAF
File Edit WYiew Favorites Tools Help
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Figure 8

2N Convert to ATOMS on the Web - ATOMS - Microsoft Internet Explorer provided by USAF

File Edit ‘Wiew Favorites Tools  Help
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Figure 9
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A Convert To ATOMS on the Web - ATOMS - Microsoft Internet Explorer provided by USAF
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@2 = -l A ) by i & B
Qe - © - [x] B €| POoeoeh Slerovaies &) - BB B
fiddress | ] https: fuw.my af milkpafstorms{canversion read. jspPreset=true v Bco | Favorites @ -

Skip navigation

User | tracy j simmons

\\‘:’/) AT O M S Account | F*13CY.03

Convert To ATOMS on the Web

e N e e B G

B Edt TO | &5 Edit Need | B Forward Order | B Record Eeceipt | B Dictribution Eeport ‘ 1 faster TO Report |

T Prev|Home | Help | Logout

Your conversion operation has been scheduled. The system will email you when your conversion is complete. If yon
have not received any commmmication within 24 hours, please contact the helpdesk.

You are now waiting to
receive an e-mail stating
your data is ready to use.
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Figure 10

Having problems with your TO account, contact aac.wmbc.jcalsadmin@eglin.af.mil for assistance.
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